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City of San JosE Registration Instructions

Review Activity Guide and Select Your Classes
Please note class prerequisites such  as  age (as of the first day of class or activity), parental participation, additional  fees, supplies
or equipment you must provide.

Complete Registration Form
Please use ink to complete the form and PRINT legibly. Choose a second choice in the event your first choice is full.
Mail, fax, or drop-off your registration form to the Community Center where the class is located, unless otherwise
noted. E-mail Registration will NOT be accepted.

Non-Resident Fees
A “Resident” shall mean any person who resides or owns real property within the city limits of San José.
Non-Residents of San José must pay an additional surcharge as follows:

Classes meeting four or more times: $17.00 per person/ per class enrolled
Classes meeting three times or less: $8.00 per person/ per class enrolled

Payment Options
• The City of  San José accepts cash, personal checks, Visa, Master Card and Discover for all courses, special events, and rentals.

• Make checks payable to: City of San José. Please include a separate check for each person or activity.

• The City of San José will charge a processing fee for all checks returned by the maker’s bank. The check return fee will be 
the current established City fee. As of July 2003 the fee is $37. Participants may not be allowed to participate in any 
programs or activities or reserve facilities until the City receives full payment.

• When the class fee was paid by check, there is a 21-day waiting period before the refund will be processed. There may be a 
delay of up to 6 to 8 weeks the refund will be mailed.

• Credit card refunds will be credited back to the original credit card account within one week of City’s receipt of the 
refund request.

Fee Class Refund Policy 
• Refund requests need to be made in writing, by phone, or in person at the PRNS facility where the class is held. If you have any 

questions, please call 408-277-4661.

• Refunds will be given for class cancellations received by the City at least 14 calendar days prior to the start of the 
program/class. No refunds will be made for cancellations  received by the City less than 14 calendar days prior to the start of 
the program/class.

• There will be a $10 processing fee for each cancellation request. It may not be possible to refund the class materials 
charged by the instructor.

• When the class fee was paid by check, there is a 21-day waiting period before the refund will be processed. There may be a 
delay of up to 6 to 8 weeks before the refund will be mailed.

• Credit card refunds will be credited back to the original credit card account within one week of City’s receipt of the refund request.

Registration Procedures 
All Mailed/Faxed/Dropped-Off registration will be treated the same. You may mail, fax, or drop-off your registration at any time after
Sept 7. All registration forms will be randomly processed beginning Sept 7, 2004. Any registration forms received after Aug 16 and
thereafter will be randomly processed with all other forms received that day. No receipts will be given for over the counter until
Walk-in Registration begins on Sept 20, 2004. Please note that many classes will fill prior to Walk-In Registration. For more informa-
tion, please call 408-277-4661.

Mail Or Fax To
Please mail to the appropriate Community Center listed with the class information unless otherwise noted. For assistance please call
408-277-4661. If you Fax, please do not also mail the Registration Form. You must include your credit card information on the faxed
form for payment.

Confirmation
If you enclosed a self-addressed stamped envelope, you will receive a confirmation in the mail approximately ten business days after
we process your completed registration form.

Mail/Fax/Drop-off  Registration begins Aug 16, 2004. All registration received between Aug 16 and Sept 6
will be randomly processed beginning on Sept 7, 2004.This allows all residents an equal opportunity to par-
ticipate in our programs.Walk-in Registration begins Sept 20, 2004.

Mail, drop-off or fax your completed registration form to the facility where you are registering for the class.
All addresses and fax numbers are located at the beginning of each class section.
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